Kentucky Employee
2, Suggestion System

General Training Manual

2005



Kentucky Employee Suggestion System Training Manual

Table of Contents

General ...... .. ... 3
LOGIN/LOGOUT ...ttt bbb 3
General EMPIOYEe...........c.ciieueiieccete sttt 3
Coordinator and Evaluator ... 3
General WelCome SCreen............eerieeinieieieeisee e ssssas s sesans 4
NEW SUGGESTION.....cocuiiieeieicieieeeeeteee ettt bbb be b sennes 5
Enter Suggester INformation...........ccceeeieieieicieieecieeee e 5
Enter Suggester Information..........c.ccceceeeieieecieieiieseeeeee s 6
Enter Suggestion INformation .............occeeeeieveeereesieisseeese e 8
EPror MESSAGES .......uvieieerieieiicse ettt sesnan 1
Your Prior SUGGESTIONS.........ccucuiueiereiceeetcete ettt s 12
LaST Year's AWAIdS.........cccouieueieiniieieieisiese ettt sesesns 12

Page 2 01/25/2005



Kentucky Employee Suggestion System Training Manual

General

Login/Logout

Q Kentucky Employee
5 Suggestion System

{What is a ClickHR 1D?)
ClickHr ID: l

General Employee

Welcome to the Kentucky Employee Suggestion System. All merit employees are
eligible o submit a suggestion for consideration and potential award and
recognition. To log into the Employee Suggestion System (ESS), you must complete
the following steps:

1. Enter your predefined ClickHR user ID assigned by your administrator.
2. Click the Login button.

Coordinator and Evaluator

Coordinators and Evaluators have a higher level of system access, requiring a
password to log into ESS. As a Coordinator or Evaluator, you must complete the
following steps:

1. Enter your predefined ClickHR user ID assigned by your administrator.

2. Click the Login button or hit Enter.

3. Enter your predefined ClickHR user password when prompted.
ESS uses your entered User ID to determine your level of access. As a user
with a higher level of access, you are required to enter your password.

4. Click the Login button, again or hit Enter.
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General Welcome Screen

‘ Kentucky Employee Suggestion System

L Welcome DEBORAH BOHANNON
» Logout
} New Suggestion Please Select An ltem From The Menu At The Left
¥ Your Prior Suggestions

b LastYear's Awards

UNBRIDLED SFPIRIT

This is the Welcome screen and will be presented upon successful login. The left-
hand menu will give you the following "6ENERAL" options to use:

1. “Logout”- Allows you to log out of the system.

2. "New Suggestion”- Allows you to enter in a new suggestion.

3. "Your Prior Suggestions"- Allows you to view any suggestions you have
previously submitted or saved.

4. "Last Year's Awards - Allows you to view the awards that were given to
employees the previous year for approved/implemented suggestions.

It is important to note that any non-merit employee that accesses ESS will only be
presented with the “"Logout” and "Last Year's Awards"” options.
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New Suggestion

GENERAL New Suggestion

Logout
— New Suggestion Enter Suggester Information:

Your Prior Suggestions ChckHR IIJ'IW
Last Year's Awards 1.MNBWIW
COORDINATOR Addresst 115 ADGE ROAD
Submitted Gty [vERSAILLES
; ZpCode figses
»  Evaluation

Gabinet PERSONNEL CABINET “
Search Deparment | 5esanneL GABNET OFFIGE OF SEG -
Council Review Phone Nurmy l— E)derainn'l—'

» Reports Have Email? ~ vor ~ o
EVALUATOR L — Venty EMal ™

» Evaluation Disclose Name: — yoo o Joir Suggeston. -~ yo. @ gy

ADMINISTRATOR Enter Suggestion Information:

Council Review Are there any su documents youwishio -
¥ mpﬂd"&mmmmsmﬁum 7 Yes o

i ‘|'|I|e'|

Pending Support Docs Entera

Coordinator Admin

Briefly denscribe current
Delete Suggestion e
Table Maintenance

My suggestion for savi
urlmpmmeg?xz
specific)

List savings in time,
materials of other bemgs.
C.

EEE §EEE e EEw

When selected, the "New Suggestion” screen will enable you to enter a new
suggestion into ESS. The screen is divided into two parts:

e "Enter Suggester Information”

e "Enter Suggestion Information”
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Enter Suggester Information

@25 8-Jaes i
k)

AT =17] U L

GENERAL
b Logout
b Mew Suggestion Enter Suggester Information:

* Your Prior Suggestions ChckHR IIJ'IW m
» Last Year's Awards Last Nnmﬁ'lW First Nam-\#

COORDINATOR [ Addresst 115 ADGE ROAD Address ™|
b Submitted Gty [vERSAILLES Sty

Evaluat Zip CDdE-IdIJRE.‘i Job Title: I
»  Evaluation
Gabinet PERSONNEL CABINET “
Depanment| mERSONNEL GABINET OFFICE OF SEG

> Council Review Phone Numl F ..=.u;...|

New Suggestion

b Search

> Reporis Have Email? ~ oo ~ o

EVALUATOR i E-Maik I— Vernfy E.lel'l—

b Evaluation 1 Disclose Name: — yoe gy Joint Suggestion. ~ ye. = g

ADMINISTRATOR Enter Suaaestion Information:

»  Council Review Are there any supporting documents youwishio -
include with the suggestion?  Yes © No

i ‘I'me'l

Pending Support Docs Entera
Coordinator Admin

b ok
Delete Suggestion e

Table Maintenance

My suggestion for sa:;lﬁ
1

OF IMprovement|
specific]

List savings intime,
matenals of olher DBN-::‘S.
.

This section of the screen will allow you to enter details about every person who is
submitting this suggestion. This person is commonly referred to as the
"Suggester”.

When you enter your ClickHR ID during login, the system will automatically populate
your employee information-related fields. You must now complete the remaining
employee fields:
1. Enter the following information:
Job Title

o Phone Number
o Extension (optional)
o Have E-Mail? : Check "Yes" or "No". This is to indicate whether or

not you have an email address. If "Yes" is checked, then you must
complete the email address in the next two fields.

o E-mail - If you have an email address, this field must contain the
address you want to use to receive notifications of your suggestion.
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o Verify E-mail - complete only if you've entered in a valid e-mail
address previously.

2. Disclose Name: Check "Yes" or "No". This is to indicate whether or not you
prefer Evaluator(s) assigned to the suggestion to see your name.

3. Joint Suggestion: Check "Yes" or "No". If there are others submitting this
suggestion with you, you must enter in all of the Suggester information for
each additional person and click "ADD" to add them to the Joint Suggesters
list.
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Enter Suggestion Information

C:'0 WO PHes-5E-JHES B -2
GENERAL

New Suggestion
> Logout
b New Suggestion Enter Suggester Information:

* Your Prior Suggestions cuammu-W 7“*
» Last Year's Awards Last Nnmﬁ'lW First Name: [SERORAN
COORDINATOR Address? [115 AIDGE ROAD Address ™|

i Ci Ii DE!E:I*
b Submitted ity [VERSANLLES State [y

i i Zip Code [ansa3 L ——
»  Evaluation

Gabinet PERSONNEL CABINET
Depanment| mERSONNEL GABINET OFFICE OF SEG
> Council Review Phone Numl F ..=.u;...|

b Search

b Reports Have Email? -y o
EVALUATOR E-Maik I— Venfy E.Mzu'l—
» Evaluation Disclose Name: — vo. — pe Joirl Suggestion. — & hs

ADMINISTRATOR Enter Suggestion Information:

»  Council Review Are there any supporting documents youwishio -
include with the suggestion?  Yes © No

Pending Support Docs " T"h'l

Entera

Coordinator Admin

b ok
Delete Suggestion e

Table Maintenance

My suggestion for sav
oF Improvemant

specific).

List savings intime,
matenals of olher DBN-::‘S.
.

This section of the screen will allow you to enter in the key information about your
suggestion. It is important to include as much detail as possible in order to allow
the Coordinator, Evaluator(s) and ESS Council to make the best decision possible.

1. Supporting Documentation: Check "Yes" or "No". If you have other
information, electronic or paper documents, Excel spreadsheets, articles,
etc. that support your suggestion, you should indicate "Yes"”. You will be
instructed to send that information either via:

Email: DebbieR.Bohannon@ky.gov OR
USPS: Debbie Bohannon, Chairperson
Employee Suggestion System
Personnel Cabinet
200 Fair Oaks Lane
Frankfort, KY 40601

2. Enter a brief title for your suggestion.

3. Enter a brief description of the present condition that you are trying to
improve with your suggestion. Describe what is currently happening today.
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4. Enter a detailed explanation of your suggestion. The more specific and
descriptive you are the better.

5. Enter a specific explanation of the savings, improvement, or other area of
opportunity that your suggestion will provide. This could be savings in time,
money, people, etc.

6. Select one of the following buttons at that bottom of the screen when you
are finished:

SAVE NEW SUGGESTION

Your suggestion number is:

0000003001

Please use this number when
updating your suggestion

ADD ANOTHER SUGGESTION I

EXIT |

a. SAVE - Save all the current information you keyed and finish at a later
time. You will receive a 10 digit suggestion number that you must record
and use to reference your suggestion later.
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SUBMIT NEW SUGGESTION

Thank you for your suggestion.

Suggestion # 0000003005

has been forwarded

to your coordinator:

KEN CAMPBELL
KEN.CAMP@KY.GOV

| ADD ANOTHER SUGGESTION i

EXT |

b. SUBMIT - Submit your suggestion. You will receive a 10 digit suggestion
number that you must record and use to reference your suggestion later.
Your suggestion will be routed to a designated queue(s) for ESS
Coordinator review.

c. CLEAR - Clear the information you entered and start over.

d. CANCEL - Cancel the suggestion you have created.

Note that if you hit the CANCEL or CLEAR button you will lose any information you
have created in this particular suggestion.
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Error Messages

A https: /fpers102.personnel.ky.gov - KY Employee Suggestion System - Microsoft Internet Explorer
e Edr View Fgvortes Took Hep

‘ Kentucky Employee Suggestion System

GENERAL
» Logout

% Mew Suggestion
% Your Prior Suggestions
» Last Year's Awards

= Job Tﬂlﬁ

+ Savmgs Is Requl

New Suggestion

hone dlgngg?mred
on

resent Description Iscrequlred

uggeston is E%I.Hﬂ!

Enter Ssuggester informauon:

ClhckHRID [DROHET 74

Last Name: [EGHARNCN

Addresst G500 FIFER STREET |
City [FRANKFOR

Zip Code[an601

Cabmet | pERSONNEL CABMET

il i It?lll'm%mmql dd i ided pl No Email
. E ah%‘gﬁ%gﬁ I ng email address is provided please type - No Ema

R S e RV

First Name: [EEBORAH

Address?
State finy

Job Tithe:

-

Department | pERSONNEL CABINE T OFFICE OF SEC M

Phonebum[ | g
!-MSIII— &

Disclose Name: & yae g

Enter Suggestion Information:
Are there any supporting documents youwishio Yes

Extensaon I—

VertyEMal T g

doint Suggeston. — . @ gy

nchiie with the suqgesticn? * N
Entera ion Title: I
Briefly describe current
condition meshod or
prachee:

My _ h ﬁﬁlig:
of improvement{oe

materials of oiher benefits,
[

specfic)

List saangs i bime,

There are several fields that are required to be completed before the suggestion
can be successfully submitted to your Coordinator. Required fields that are not

completed correctly will be flagged with an error message in the left hand side of
the screen. This error message will let you know what fields need to be corrected

or completed.

The following fields are required and are not pre-filled with ClickHR information:
o Job Title

O O O 0O O O ©°O

Phone Number
Disclose Name
Supporting documents
Suggestion Title
Current/Present Condition
Suggestion Explanation

Savings, Improvement or Other Benefits
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Your Prior Suggestions

A https: /fpers102.personnel.ky.gov - KY Employee Suggestion System - Microsoft Internet Explorer

e Edr View Fgvortes ook Hep

‘ Kentucky Employee Suggestion System

GENERAL Suggestions Submitted By: DEBORAH BOHANNON

» Logout

New Suggestion
DATE STATUS SUGGESTION

SUGGESTION
SELECT SUGGESTION TITLE
— » Your Prior Suggestions NUMBER  SUBMITTED
. SELECT ZXCXC DOGO0GE004 122005 HEW SUBMISSION ~ 2XC
) Last Year's Awards

SELEC TEST 0000003003 1122005 NEW SUBMISSION  TEST
SELECT DFsDSA 0000003002 1122005 NEW SUBMISSION  FDSAFD

SELECT FACILITY MAMAGEMENT 0000003001 1N22005 NEW SUBMISSION | WOLRLD LIKE TO SUGGEST A NEW CLEAMING FLUID FOR THE FLOORS

When selected, the "Your Prior Suggestions” screen will list all suggestions that you
have previously submitted and saved. Simply click "SELECT" to display a specific
suggestion. You also have the option to print the suggestion, "Print Suggestion” on
the left side of the screen, as you view the suggestion.

Last Year's Awards

When selected, the "Last Year's Awards” screen will allow you to view the awards
that were given to employees the previous year for approved/implemented
suggestions.
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